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Cancelling an Express PO (Purchase Order)

Use this tip sheet to cancel an Express Purchase Order under the
following circumstances:

1) The Express Purchase Order was entered by mistake
2) The Express Purchase Order is a duplicate

3) The Express Purchase Order is required to be canceled by the
Purchasing organization.

An Express Purchase Order must be in one the following states in
order to be canceled:

An Express Purchase Order is allowed to be canceled when the PO
Status is: ‘Approved’ (whether Budget Checked or not Budget
Checked) and there is no activity, or the PO Status is: ‘Dispatched’
and there is no activity. No activity means the Express PO does not
have any receipts or associated vouchers posted against it.

An Express Purchase Order is NOT allowed to be canceled when the
PO Status is: ‘Dispatched’ or ‘Approved’ and it has had activity.

The steps and messages will be different when cancelling an
Express PO based on what status the Express PO is in prior to
cancelling it. These instructions provide the steps to cancel an
Express PO for the most common scenarios. If you need to cancel
an Express PO which does not fit the most common scenarios, you
should call the Procurement Office or complete a Help Desk ticket
for further assistance.

GEARS Navigation

Main Menu> Purchasing > Purchase Orders >
Add/Update Express POs

Favorites » ManMenu»  » Purchasing» » PurchaseOrders» » Add/Update Express PQs
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Cancelling an Express PO (Purchase Order)

1.0

Process

GEARS Quick Reference Tip Sheet

This document is intended to provide a quick reference to cancelling an Express Purchase Order within GEARS.

STEP

ACTION

DETAILS

Select the "Find an Existing Value" Tab

Express Purchase Order

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Enter you PO ID in the field PO ID:

Express Purchase Order

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value || Adda New Value

Search Criteria

MDJUD

Business Unit|= |

PO ID| begins with |

Purchase Order Date[= /|

PO Status|= v

Short Vendor Name
Vendor 1D

Yendor Name
Buyer{begins win ]

Buyer MName

ppLpLpHLL| @ L

PO Type|= v| |

Purchase Crder Reference | begins with v

Hold From Further Processing ]

[ case Sensitive

Search Clear Basic Search & Save Search Criteria

Click the | =" | button.
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4, To cancel this purchase order, click the
Cancel PO icon (red X).

3

PO Status Dispatched A
Budget Status Walid

Express Purchase Order
Purchase Order

Business Unit MDJUD
PO ID 0000061018

Tl ——
¥ Header (2
*PO Date 02/012017 )  vendor Search

*Vendor SHURAINC-001 Vendor Details

“Vendor 1D 0000013507 SHURA ING
*Buyer FIELD_BUYER

PO Reference Food Services Grants Conferenc

Header Details Activity Summary

PO Defaulis Add Comments
PO Activities Add ShipTo Comments.
Requisitions Document Status

~ Actions

NI

[ Hold From Further Processing

PO Status Dispatched
Budget Status Valid

Backorder Status Mot Backordered Create BackOrder

Receipt Status Not Recvd
*Dispatch Method

Amount Summary (7

Merchandise 3,000.00

Freight/Tax/Misc. 0.00 T I
Total Amount 300000 USD
Encumbrance Balance 000 USD

5. A message will be displayed explaining
that cancelling a purchase order will
prevent any further changes, and

| Message

Canceling a purchase order will commit any changes made and prevent further changes. Continue? (10200,515)

When you mark a purchase order as canceled, the system does not allow any further changes to the purchase order. Any changes made, however, will be stored on the purchase

asking if you would like to continue. orcer
Yes No
Click the Yes button.
6. |f your Express po had a PO Status Of Favorites = Main Menu = > Purchasing = Purchase Crders » > Add/Update Express POs
Approved’ but had NOT been budget ORACLE"

checked or dispatched, then a message
will be displayed explaining that the
“The PO cancelation was successful”.

Click the OK Button.

Express Purchase Order
Cancel Purchase Order

The purchase order cancelation was successful.

[l Save 2" Return to Search [=] Notify % Refresh

E} Aad

7. If your Express PO had a PO Status of
‘Approved’ and had been budget
checked, but had NOT been
dispatched, then a message will be
displayed explaining that the “The PO
has been canceled, but requires a
budget check.”

Click the Budget Check Button.

Favorites ~

ORACLE’

Express Purchase Order
Cancel Purchase Order

Main Menu - > Purchasing ~

Purchase Orders ~ > Add/Update Express POs

The PO has been canceled, but requires a budget check. Press the Budget Check button to run the
budget checking process. Otherwise, click OK to continue without budget checking the PO.

Budget Check Ok

Goto: View Budget Status- Prorated Budget Siatus- Non Prorated

1 Save 4t Return to Search [=7] Natify

=+ Add
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8. If your Express PO had a PO Status of Express Purchase Order
‘Dispatched’ but had NOT been Cancel Purchase Order
received or vouchered, then a message
will be displayed explaining that the PO has "Pending Cancel' status, but requires a budget check. Press the Budget Check button to run the
”PO has ’Pending Cancel’ status, but budget checking pr.ocess. Otherwise, cI|.ck OK to continue without budget checking the PO.
. ” Also, PO has "Pending Cancel’ status. Dispatch PO to set the status to "Canceled".
requires a budget check.
Ok
Click the Budget Check Button.
Goto: View Budget Status- Prorated Budget Status- Non Prorated
ol Save 4" Return to Search [=] Notify || Refresh =% Add
9 |f your EXpreSS Po had a PO Status Of Favorites « Main Menu = Purchasing~ > Purchase Orders » > Add/Update Express POs
‘Dispatched’ and had been partially or ORACLE"
fully received, then a message will be
displayed explaining that the “Line has
b ived t I Express Purchase Order
(_een received, y(?u 'T'ay _no cance Cancel Purchase Order
/line/schedule/distribution.”
Business Unit MDJUD POID 0000061153 Vendor SHURAINC-001
NOTE: This Express PO cannot be
Canceled, unless the associated Error Personalize | Find | View All | 2 ] First ‘&' 1of 1 &' Last
Receipts are Cance"ed Line Sched Distrib Message
Line has been received, you may not cancel linefschedule/distribution
ol Save 2" Return to Search 4| Nextin List =] Notify o Refresh + Add
10. | If your Express PO had a PO Status of Express Purchase Order
‘Dispatched’ and had been tied to an Cancel Purchase Order
active Voucher, then a message will be
. .. 1«
dlsplayed explalnmg. that the “The PO Business Unit MDJUD PO ID 0OOODB1018 Vendor SHURAINC-D01
Line is tied to an active Voucher, _
th for itm not b ncell d ” Return to Main Page -
erefore i ay not be cancelled. Error Personalize | Find | View Al | (2] E& First ‘4’ 1-2pf2 'k Last
Line Sched Distrib Message
NOTE: This Express PO cannot be At least one schedule has been matched. Cannot cancel the PO.
canceled, until all associated Vouchers
. . 1 The PO Line is tied to an active Vioucher; therefore it may not be canceled.
and Receipts (if any) are cancelled. '
= Save 2h Return to Search #-] Previous in List 5] Nextin List | Notify || &% Refresh + Add
11. | To view your Express Purchase Order
after you cancel it go to: Main Menu> Favores» | ManMenuw 3 Purhasige » PurchaseOrders= » ReviewPOInomation» 3 Purchase Orders

Purchasing > Purchase Orders > Review
PO Information > Purchase Orders -
Purchase Order Inquiry page
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12. Enter the PO ID:

Purchase Order Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Business Unit[= /] MDJUD
PO ID[begins with V|
Contract SetlD
Contract ID
Release Number|= |
Purchase Order Date
PO Status[= v v
Program Cost .&.cwunt
wendor 1D
Vendor Name
Suye[begrs wih v
Buyer Name

[ case Sensitive

Je

= 00

P LLLO

Search Clear Basic Search [ Save Search Criteria

Search

13. | Click the button.

14. | If your Express PO had a PO Status of
‘Approved’, your Express Purchase
Order will now have a ‘Canceled’ PO
Status.

Favorites + ‘ Main Menu > Purchasing » > Purchase Orders v > Review PO Information~ > Purchase Orders

ORACLE'

Purchase Order Inquiry
Purchase Order

PO Status Canceled

Budget Status  Valid

Business Unit MDJUD
POID 0000061151

{¥iHeader

PO Date 02/21/2017
Vendor Name SHURAINC-001 Backorder Status Not Backordered

Receipt Status Not Recvd

Supplier ID 0000013507 Wendor Details
Buyer FIELD BUYER Hold From Further Processing
Amount Summary
PO Reference Catering Services
Merchandise 0.00
Header Details Activity Summary FreightTaxiMisc. 0.00
AllRTV Header Comments Total 0.00 USD
Matching Document Status Encumbrance Balance 0.00 USD
- Actions
Lines Personalize | Find | View Al | 2] =] First ‘& 10f1 &) Last
Line Htem 1D Htem Description Category POQty UOM ME”:::::’; Status
1 B g‘r’:g‘fe"”m Judiciary  panq EA 000USD  Canceled O =
View Printable Version
[ah Return to Search || 5] Previous inList | |J5] Nextin List | |[Z7] Notify S-IRelated Links.
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15.

Favorites v ‘ Main Menu - > Purchasing~ > Purchase Orders v > Review PO Information= >  Purchase Orders

If your Express Purchase Order had a
PO Status of ‘Dispatched’, your Express
Purchase Order will now have a ‘Pend
Cncl’ (Pending Cancel) PO Status, until
the Dispatch process is run.

ORACLE"

Purchase Order Inquiry
Purchase Order

Business Unit MDJUD

PO ID 0000061152 Budget Status  Valid
Change Order 1
{¥!Header
PO Date 02/21/2017
Vendor Name SHURAIN Backorder Status Not Backordered
Supplier ID 0000013507 Vendor Details Receipt Status Not Recvd
Buyer FIELD_BUYER Hold From Further Processing

Amount Summary

PO Reference Catering Services

Merchandise 0.00
Header Details Activity Summary FreightTaxiMisc. 0.00
Change Order Header Comments Total 000 UsD
AlRTY Document Status Encumbrance Balance 0.00 UsD
Matching « Actions
Lines Personalize | Find | View All | 2] B First ‘& 1of1 &) Last
Line Htem 1D Item Description Category PO Gty UOM W”‘::"‘:::‘: Status
1 Food Services Judiciary g5 EA 000USD  Canceled (O
Grants
View Printable Version
|2 Return to Search 1=] Previous in List 4] Nextin List [=] Notify 4 |Related Links

16.

> Purchasing > > Purchase Orders» » Dispalch POs ||

Follow the navigation seen on the right——<p iz
to Dispatch your PO. ORACLE

1. Enter the PO #in the PO ID field. Dispatch POs

Report Manager  Process Monitor

Run Control ID PS_PO_DISPATCH_DEFAULT

Language|English  ‘v|{®} specified Language

R O Recipient's Language

2. Click

Process Request Parameters. Statuses to Include

Business UnitMDJUD Q Approved Dispatched Pending Cancel
To Q Dispatch Methods to Include
v “ “
lect Purchase Order print FAX EDX
/| E-mail ! Phone

PO Status Pending Cancel

Contract SetiD

Miscellaneous Options

Contract ID *Chartfields [Valid Chartnields v
Release Change Orders [Changed and UnChanged Orders v/
From Date Print Changes Only [ print BU Comments

Through Date

[ITest Dispatch [ Print PO Item Description

VendorID Cprint Copy [ Print Duplicate
Buyer Exclude POs tied to Authored Contract Documents
Fax Cover Page Q
Sort By
Template ID Q
[Fsave ||[ah Return to Search B nlList |45 Nextinlist ||[=] Notify (S Add
17. | On the next page, choose PO Process Scheduler Request
. . Hel
Dispatch/Print. °
User ID LYNN.WOYTKO Run Control ID PS_PQ_DISPATCH_DEFAULT
Thenclick %
Server Name | v| Run Date|[02/21/2017 5
Recurrence | ~| Run Time [1:09:05PM Reset to Current Date/Time
Time Zone Q,
Process List
Select Description Process Name Process Type *Type *Format Distribution
O PO Dispatch & Email PODISP PSJob Distribution
i PO Dispatch/Print POPO005 SQR Report Distribution
] PO BI Publisher Dispatch POXMLP PS.Job Distribution
O  Email PO_PO_EMAIL  Application Engine Distribution
oK Cancel
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status of ‘Canceled’ of the PO.

Once the Dispatch process is complete, |
navigate to the Review PO Information
-> Purchase Orders page to confirm the

+—raverses—yp- [Main Menu ~

> Purchasing~ > Purchase Orders v > Review PO Information» > Purchase Orders l

ORACLE'

Purchase Order Inquiry
Purchase Order
Business Unit MDJUD
POID 0000061152
Change Order 1
i¥iHeader
PO Date 02/21/2017
Vendor Name §

Supplier ID D 5 Vendor Details
Buyer FIELD_BUYER

PO Reference Catering Services

Header Details Activity Summary

Change Order

View Printable Version

[&" Return to Search #=] Previous in List 4= Nextin List

Header Comments

AllRTV Document Status
Matching - Actions
Lines
Line item 1D Item Description Category
= Food Services Judiciary
! & Grants 0401

PO Status Canceled

Budget Status  Valid

Backorder Status Not Backordered
Receipt Status Not Recvd
Hold From Further Processing

Amount Summary

Merchandise 0.00
Freight/Tax/Misc. 0.00
Total 0.00 USD
Encumbrance Balance 0.00 UsD

Personalize | Find | View All | &2 B First ‘& 10of1

Merchandise
POQty UOM ‘Amount Status
EA 0.00USD Canceled (@]

b Last

» |Related Links

@ End of Document

This document is intended to provide a quick reference to completing standard transactions within GEARS. Please refer to the
appropriate User Procedures and/or online references for any corresponding policies regarding this process.
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